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Workshops coordinated by the Member Relations 
Committee and developed by the CNH District

EFFECTIVE PROJECT
Presented by Anthony Jones & Rinda Sutrathada
PLANNING
PROJECT PLANNING AT ITS BEST!
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KEY STEPS
 What: Fundraisers, Service 

Projects, Dances..
 When: Doesn't interfere with 

DCMs, RTCs/OTCs, & 
standardized testing

 Where: Find a central 
location

 Why: Charity and  Social 
Events
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TYPES OF PROJECTS
• Carnivals

• Dances

• Talent Shows

• Sports Tournaments

• Mr. Key Club

• Benefit Concerts

• Charity Dinners

• Bingo Night
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LOCATION
How do I find a location?
 Look for the most 

central locations
 Consider the size of your 

audience
 Find potential venues

 Call and visit venues
 Consider costs
 Ask for discounts!
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THE TEAM
• Coordinators

– Oversees the event

– Directs team

– Keeps in contact with 
facility managers, 
divisions, etc.. 

• Advertisers

– Facebook event

– Flyers

– Posters

• Set-Up/Clean-Up Crew

– Decorations

– Tables & chairs

– Props

• During the Event

– Hosts

– Greeters

– Photographers
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DELEGATION
What tasks need to be covered?
• Getting a venue

• Event Request Forms

• Budgets

• Setting Deadlines

• Outlining the event

• Advertisement

• Decorations

• Chaperones
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BUDGETING
 Set a budget (TIP: it's better to 

overestimate than underestimate)
 Use available resources
 Ask your sponsoring Kiwanis 

Club
 Ask for donations of supplies

(Send out donation letter several
months in advance)

 Key Clubbers should not be
handling money directly – ask an
advisor!
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EVENT REQUEST FORMS
Why do we need Event Request Forms?

To ensure that advisors are aware of the event.
Who will I need to have permission from?

– Kiwanis Advisor
– Region Advisor
– District Administrator

What counts as “permission”?
Any written authorization from the necessary 
individual (e.g. email). 

• Needs to be approved before publicizing
• Must be submitted no later than 3 weeks before 

the event
• Each advisor needs a copy of the ERF
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EVENT REQUEST FORMS
Where do I find the Event Request Forms?

• CNHKeyClub.org
– Resources > Policy and Forms > Event Request Forms

• Needs to be approved before publicizing

• Must be submitted no later than 3 weeks before the event

• Each advisor needs a copy of the ERF

• For each division included, need the approval of the region advisor
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ADVERTISING

 Divisional Council Meetings
 Officer Training Conferences
 Regional Training 

Conferences 
 Public Relations (Know your 

LTG, division's presidents)
 The Internet! (Facebook, 

Tumblr, Twitter.. etc.)
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COMMUNICATION
How should I keep in touch with 

my team?

• For each team member, 
have contact information

• Send out updates via email 
or Facebook

• Google Documents

• Meetings

• Webcamming (Tobox, Oovoo)
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CHARITY vs. SOCIAL
• Charities
• Try to get a spokesperson

• Proceeds are for a cause

• Don’t limit yourself to only 
PTP! (e.g. Best Buddies, Red 
Cross)

• Socials

• Can be for any occasion!
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JOINT PROJECTS

Who should I join projects with?
This depends on the expected 
attendance at your event!

• Schools in your division

• Divisions in your regions

• Regions in your area
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FINDING CHAPERONES

Who should I ask to chaperone?

Start with the advisors you 
are more familiar with!

• Ask your Region advisor

• Ask your faculty advisor

• Ask your sponsoring 
Kiwanis advisors
– They love being 

included in Key Club 
events! 
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ADDITIONAL KEY POINTERS
 Give yourself time to plan it all out

 Be prepared to handle sudden problems

 Venue problems

 Participation problems

 Money problems

 Have fun and don't forget your purpose

 Remember that the purpose planning a project is to either 
volunteer, socialize, or fundraise

 Don't get too caught up in the moment and just have fun.
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QUESTIONS
COMMENTS
OR CONCERNS

Thank you for listening!
If you should have any questions, please feel free to contact me at..

CNHKEYCLUB.ORG
KEYCLUB.ORG

Anthony Jones | anthonybobjones@gmail.com
Rinda Sutrathada | rindasutra@gmail.com
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